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SharePoint Training for New Users 
ADS has developed this curriculum to provide inexperienced users with fundamental knowledge to 

navigate SharePoint Online/SharePoint 2016 and work within a document library.  

What is SharePoint Online and SharePoint 2016 and why does the state 

use it?  
 

SharePoint is collaborative software that allows the user to upload and share files, lists, tasks and 

calendars with a wide range of people.  Anyone with an internet connection and the required credentials 

to the State of Vermontôs SharePoint environment can login to and use SharePoint Online/2016.  

SharePoint Online is cloud-based; there are no physical servers based on premises all servers are stored in 

Microsoft data centers. Most of the SharePoint Sites that we administer are stored in SharePoint Online.  

SharePoint 2016 is an on-premises environment, we house and maintain the physical servers on-site in 

Shared Services. The sites that are stored on SharePoint 2016 are referred to as Anonymous or Public 

sites. The reason is that a user-id or password is not required to access these sites. Many of these sites are 

used to house public data that an agency or department feels should be available to the citizens of 

Vermont. These sites are often set up by an agency that wants to share the data. 

One of the major reasons for using SharePoint is to help with document management. In SharePoint a 

document can be uploaded to a document library; others can view and work on the document without 

losing or accidently deleting the document. It is also a place for people to get information, for example 

news and announcements posted on your agency intranet.   

SharePoint is compliant with many State and Federal laws regarding privacy. Storing and setting access 

restrictions to sensitive data is a straightforward process for the site collection administrator. Retention 

policies and classification of documents can easily be set and monitored. 

SharePoint Online and SharePoint 2016 are accessible from any internet connection.  A site collection 

Administrator or Owner can provide access to a SharePoint site by adding External Users. Anyone who 

has been granted permission via the external user process can access our SharePoint environment.  As an 

example; if a contractor or non-state employee requires access to a document library it can be granted if  

the external partner has an O365 or Microsoft Live account. Access is not restricted to State of Vermont 

employees. 

All the screen shots were made using the Microsoft Edge browser running in a Windows 10 desktop 

environment.  

 

Knowledge Wave Videos  
 

The State of Vermont has contracted through Knowledge Wave to provide free O365 training for all state 

employees. You can view all these videos by going to www.knowledgewave.com and setting up an 

account using your state email address. In addition to videos, Knowledge Wave also has monthly webinar 

offerings that are available once you have created an account. 

http://www.knowledgewave.com/
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Getting Started with SharePoint Online 

 

How to sign into a SharePoint Site 
 

You can access a SharePoint site several ways.  

¶ You can sign in by Microsoft Portal, type the URL into your browser address bar, have a link sent 

to you in an email or once you have been to the site you can create a bookmark. 

¶ You can also go to the Portal which is at https://login.microsoftonline.com 

¶ If someone has sent you a link to a site, you can click on it and if you have been given access to 

the site, you will be presented with a logon screen. Once you have logged into the site, you can 

create a shortcut to it. 

¶ The most likely way you are going to get to the site for the first time is for someone to send you 

an email with the link to the site.   Once you have opened the email, and you trust the sender, you 

can click on the link.  The link for SharePoint Online sites will always start with 

https://vermontgov.sharepointSharePoint.com/sites or /teams, and for SharePoint 2016, it will be 

https://outside.vermont.gov/ 

Today we are going to use the following link:  

https://vermontgov.SharePoint.com/sites/training/sp101 

 

Once you are at the site you will see a logon screen that looks like this:  

 

1. Select account (Use another account) your username will be Training@vermont.gov 

2. Enter the password provided by the instructor.  

3. Click on Sign In, you may be asked if you want to stay logged in, it does not matter how you 

answer that question.  

4. You should see the following screen: 

https://login.microsoftonline.com/
https://vermontgov.sharepoint.com/sites
https://outside.vermont.gov/
https://vermontgov.sharepoint.com/sites/training/sp101
mailto:Training@vermont.gov
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Site Navigation 
 

1. Select the Settings ñCogò in the upper right corner, the drop-down menu shown will appear: 

 

  

2. Select ñShare siteò on the drop-down menu to see the following dialog box below (page 6). It will 

show who is sharing the site (has access), will give the option to invite people to the site, allows 

the user to email other site members, and (under the advanced selection) provides the ability to 

manage site permissions. 
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3. If ñEdit pageò is selected from the horizontal ribbon bar the page will enter the edit mode shown 

below. This function allows the user to edit the look of the page as well as other attributes. This 

topic will not be covered in SharePoint 101. 
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4. Selecting ñAdd a pageò from the drop-down menu will result in new page being added as seen 

below. This allows the user to generate additional pages on the SharePoint site/sub-site. 

 

 

Adding pages is outside the scope of this lesson and will not be discussed at this time. 

5. Apps (applications) can be added by selecting ñAdd an appò from the drop-down. Apps are add-

ins to a SharePoint site and can be lists, applications, calendars, libraries and a host of other 

available options. 

 

 

Adding apps is also outside the scope of this lesson and will not be detailed at this time. 
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6. By selecting ñSite contentsò from the right hand drop-down the entire site and sub-site contents 

can be viewed in an icon format. 

 

 

The last remaining selections from the drop-down menu, ñHub site settingsò, ñSite informationò ñSite 

Usageò and ñChange the lookò will not be reviewed at this time. 
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Document Management 
 

Users spend most of their time in SharePoint working with documents that have been uploaded to a site.  

Users may need to upload, download, read, update or delete documents and files. A Contributor to a site 

can do all these things.  

The Left Navigation Bar displays DHR - Training01 through DHR - Training11 If you look at the top of 

your monitor, you will see that you are at a workstation that starts with DHR ï Training, followed by a 

number. 

From the left-hand navigation bar, select the document library that corresponds to the user account that 

you are signed in as; DHR-Training01, etc. Your screen should now look similar to the following; 

 

This view of the document library is the ñModern Experienceò and is generally referred to as the Modern 

View.  

The left navigation bar is configured by the Site Collection Admin/Owner. It usually has the most popular 

items that the user needs access to on the site.  The bar can also be permissioned so that users who come 

to the site may see something different depending on access rights. 

In SharePoint terminology everything is a List. Document Libraries, Task Lists and calendars are all 

considered lists. 

Within document libraries you can upload, download, read, edit, or delete documents. All of these can be 

accomplished by a user who has the ñContribute permission levelò in the Members SharePoint Group.  

Permissions are one of the responsibilities of the Site Collection Administrator or Owner and are not 

something that ADS - Shared Services is normally responsible for. A user can have Full Control, 

Contribute, or Visitor permission levels. In this class you have been given Contribute permissions to the 

site, meaning that you can do most things, but not make configuration changes or delete the site.  

Most people using SharePoint have Contribute permissions.  
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Navigating the Document Library 

The diagram below illustrates the modern view of the SharePoint online document library. 

1. On the left is the document library navigation bar (quick launch). The navigation bar will 

have links found on the site; these can include documents, lists, tasks, calendars and any other 

elements on the site. 
2. Across the top are the search window, ribbon bar and ellipses (top navigation area). 

 

 

3. The top right is the drop-down navigation which many pertains to views, a filter button and 

an information button. Selecting ñTilesò will change the document library view, see below. 
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Creating a document from the Document Library  

1) From the Ribbon Bar select +New 

2) From the resulting drop-down menu select Word document 

 

 

3) This will generate the following view:   

 

4) This is a Word Online document. It appears similar to the desktop version of Word with the tabs 

across the top, the top navigation, and the familiar ribbon bar. On the navigation bar, you will notice 

Document ï Saved. The word ñDocumentò is the name of the document. The document name can 

be changed several ways.  

- Double click on ñDocumentò, it will highlight, and you can change the name of the document 

- Select the ñFileò tab and then ñSave Asò 

- Right Click on the document in the document library and select ñRenameò 

- Click on the Ellipses and select ñRenameò or, 

- Select ñRenameò from the Ribbon Bar in the document library when the document is highlighted 
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5) As edits are made to the file the word Saved will change from Saved to Saving. While editing in the 

browser every change is saved automatically as they are made.   

6) Selecting the name of the document library on the top ribbon bar of Word will take the user back to 

the document library.  

 

7) The file that was created will be displayed in the library by the proper name.  

 

Edit a Document in a Document Library 

1. When a file is created, SharePoint creates the document in the edit (browser) mode using the 

application required. When the document has been closed and is re-opened it is viewable in the edit 

mode.  

 

 

 












































